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Housing Specialist II 
 

Under the general direction of the Director of Housing Management; performs a variety of 

complex and advanced duties requiring an in-depth knowledge of the Section 8 program, 

applicable HUD rules and regulations, federal, state and local laws. This position is designed 

to provide technical and functional support to assigned staff in the areas of day-to-day 

coordination and oversight of functions such as determining program eligibility, inspections, 

new leases, annual recertifications and terminations/evictions. Employees at this level are 

required to be fully knowledgeable in all procedures related to assigned areas of 

responsibility and provide training to other housing classifications. Work in this class is 

distinguished from that of lower classes by the level of responsibility, complexity of duties 

and increased case load. 

 

Essential Functions 
 

 Incumbents are responsible for a large caseload with high volume of client interviews 

and telephone calls. They assist clients in the application and eligibility process by 

ensuring the accurate completion of forms by stringent deadlines; process 3rd party 

income verification forms; sorts and prioritizes large volumes of mail associated with 

initial and continued eligibility; review leases and contract documents; conduct re-

certifications; maintain tenant, applicant/participant files; notify tenants, applicants/ 

participants of any changes in eligibility or assistance status; resolves the more 

difficult and complex problems in regards to eligibility, portability, habitability and 

other housing related issues.  On occasion home visits may be required to conduct 

annual recertifications for the elderly/disabled 

 Makes final eligibility calculations and determinations based on program 

requirements; calculates program rents and overpayments of rental assistance; 

makes appropriate referrals when needed; maintains various records or systems 

including computerized systems; enters and retrieves data; ensures reliability of 

database; prepares 50058s for submission purposes. 

 Investigates all discrepancies and makes determinations regarding changes in family 

size, composition, and income levels; Monitors program compliance; and assists the 

Program Integrity Specialist and outside agencies (e.g., HUD, law enforcement) in 

support of efforts to minimize fraud and program abuse; conducts Resolution of 

Tenant Income Discrepancies per HUD notification and guidelines; prepares and 

documents tenant files and represents the agency at formal hearings when required. 

 Monitors HAP contract terminations and HQS abatements; may conduct 

applicant/landlord briefings, issues vouchers to applicants; calculates housing 

assistance payments, program rents and overpayments; assists applicants in 

explaining the program to prospective landlords; monitors status of all 

recertifications cases to ensure processing deadlines are met to avoid lapses in 

payment or incorrect payments; monitors voucher portability by reviewing/preparing 

documents received/forwarded to other PHAs including billing procedures. Provides 

assistance in resolving tenant/landlord disputes or program problems. 

 Coordinate efforts with the FSS Facilitator by making client referrals to the Family 

Self-Sufficiency program; monitor FSS clients so escrow accounts are adjusted 

properly according to current income.   

 

Employment Standards 

 

Education, Training and Experience:  Education and recent experience equivalent to 

2 years college with major course work in Social Sciences, Property Management, 
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Business or Public Administration and 3 years of increasing work experience in a 

social service or property management field involving extensive public contact.  

 

Knowledge of: Principles and practices of case management techniques, 

interviewing, informal counseling; general principles of tenant/landlord law; housing 

management programs and administrative procedures; Federal, State and local 

housing laws, policies, rules, and regulations related to eligibility criteria. Modern 

office practices, procedures and equipment; specifically Word, Excel, Outlook, 

Internet and property management software program(s); work methods and 

techniques applicable to document preparation; proper telephone/voice mail system 

methods and procedures.    

 

Ability to:  Demonstrate excellent organizational skills and attention to detail; 

communicate effectively orally and in writing; use computer systems and programs. 

Proofread and recognize information which does not fit specified criteria; sort 

alphabetically, numerically, chronologically and by content. Perform duties 

independently; thrive in a high pressure environment; adapt to changing priorities 

and deadlines. Establish and maintain professional working relationships with 

employees, residents, agencies and the general public; effectively interact with 

persons from all socioeconomic, ethnic, and cultural backgrounds. Demonstrate 

flexibility, patience and tolerance; maintain impartiality, objectivity and 

confidentiality. May be required to deal with distraught, angry and/or potentially 

violent people.   

 

Physical Demands: This classification primarily involves deskwork including: sitting 

for prolonged periods of time, walking, standing, bending, stooping, squatting, 

reaching, pulling; the coordinated use of fingers, hands, arms and knees; and 

occasional lifting of up to 40 lbs. 

 

Working Conditions: Office environment with limited exposure to dust, fumes, odors 

or noise.  

 

Special Requirements: Bilingual in English and Spanish preferred. Typing speed of at 

least 30 wpm required.  

 

This Job Description is a guideline reflecting the principle activities associated with this 

position; it is not intended to be an all-encompassing list of responsibilities, skills, efforts, or 

working conditions. HASLO retains the right to change or otherwise modify this job 

description at any time. 

 

 


